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2.1 What is the purpose of this chapter? This chapter provides the Service's Comprehensive Records 
Disposition Schedule (records schedule) and information about how to use it.  
 
2.2 What is the policy? We must include all records in our custody, regardless of their physical form and 
character, in our approved records schedule within 1 year of creating or acquiring them. 
 
2.3 What is a records schedule? A records schedule categorizes our records and lists the length of time 
we are required to keep them. It helps employees to organize their files and retain and dispose of records 
appropriately. 
 
2.4 Are there different types of disposition schedules? Yes, there are two types of schedules: 
 
A. Service Comprehensive Records Disposition Schedule (records schedule). This schedule is: 
 
(1) Available as Appendix 1 to this chapter, 
 
(2) The primary schedule employees should use, taking precedence over the General Records Schedule 
(see section 2.4B below), 
 
(3) Approved by the National Archives and Records Administration (NARA), and 
 
(4) A list of our primary records categories and their required retention periods.  
 
B. The General Records Schedule (GRS). Employees should only use this schedule when they cannot 
find a record category in our records schedule. The GRS is NARA's listing of records common to most 
agencies and includes their approved retention periods.  
 
2.5 How do Service employees use our records schedule? Employees use the schedule: 
 
A. To maintain those records they consider permanent,  
 
B. As a guide to structure filing systems (using the designated categories), and  
 
C. To save space (by eliminating or transferring temporary records we no longer use to a Federal records 
center).  
 
2.6 What procedures do Service employees follow for organizing and retaining records? Employees 
must: 
 
A. Review their records periodically to determine which ones are eligible for disposal or transfer.  
 
B. Consult the records schedule before disposing of records. Compliance with the records schedule is 
mandatory. For information about the unlawful removal or destruction of records and associated criminal 
penalties, employees should consult 44 U.S.C. 3106 and 36 CFR 1228. 
 
C. Break files into sets (in accordance with the records schedule) to ensure ease of transfer to a Federal 
records center.  
 
D. Prepare the necessary paperwork for review and signature by the Records Officer or a Regional or 
California/Nevada Operations Office (CNO) Records Coordinator before transferring records. For detailed 
instructions about records disposition see 283 FW 3.  
  






